Membership Platform
Club Admin Help




CLUB ADMIN

EVENTS AND TEAMS

GENERAL ADMIN

Update your club profile

Take out club membership

Enter Events

Create a Team

Administer club members

Assign club roles

Add a club member

Bulk renew members

Set up a family

Submit a DBS Check

Create and submit Crew Lists

Make Payments

Run Reports

Documents

What do we mean by...?

FAQS

| still need help!




WHAT DO WE MEAN BY?

Some terms used on the digital platform are a little different to the way we might normally use them, so this is what it means by.....

Club Administrator
The person in your club responsible for the administration of this system, if you are reading this it’s probably you

Registered User
Someone who has registered on the BDA platform but not yet taken out membership, these people may be shown in your club

BDA Members
Someone who has registered on the BDA platform and paid for individual BDA membership

Club Members
Someone who has registered on the BDA platform and has been approved to add your club to their profile, they may not be BDA members

Club Affiliation
Your club’s BDA membership which provides your insurance and entry into the National League

Qualification
A BDA coaching or helming qualification

Credential
A non-BDA certificate that may be required as part of a coaching qualification, such as a DBS check, or which might be useful to your club, such as First Aid or a RYA Level 2
launch driving certificate.

Team
A crew you enter in a race event, such as a mixed crew, an open crew or a second crew

Roster
A list of people in your team, what we would call a Crew List



FREQUENTLY ASKED QUESTIONS?

Why does a qualification or credential show as “In Progress”?

The qualification has not been approved by the BDA or you need a DBS certificate that has not been uploaded

Why can | not see a member in my club who | know is already a BDA member?

Members much explicitly consent to sharing their data with you as a Club Admin. They do this by logging into the system and then selecting a club. If they have
not selected your club you will not see them on your Club Members list. You can invite them to become a member of your club.

| share an email address with another member of my family, how does this work on the system?

You can share an email address with another member, however you will both need separate usernames so you can login to the two accounts separately. Most
members use their email address as the username, but this can be changed when a member registers or in their profile afterwards. If you want to administer
the account on someone’s behalf, you can create a family which will allow each member to see and change the details of everyone in that family.
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Member Area

My Profile

Membership
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Finance

My Club
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Club Profiles
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Club Reports
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Bulk Renew

Club+
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Events & Courses

Team Profiles
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Club Members
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Club Credentials

Payment History
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Documents

o

Data Import

Club Affiliation

CLuB ADMIN MENU

@ My Club menu

Club Admin Menu
When you are made a Club Admin for your club
you will see the My Club section of the menu.

Club profiles, team profiles and club reports
contain unique information. Information in the
other tiles can be accessed through those three
tiles as well.



CLUB PROFILE

PROFILE MEMBERSHIP EVENTS & COURSES

% Club Profile .
Q Main menu

CLUB PROFILE GO! CLUB DETAILS +8: CLUB MEMBERS GO! CLUB AFFILIATION n CREDENTIALS H FAl

Birmingham Dragon
1 Bull Ring, Birmingham, B1 4RS Basic Details

Review and update club's basic details

Sub-menu

CLUB CHECKLIST Birmingham Dragon (CL000062)

Change profile picture

© ® O

(V) % CLUB PROFILE General

I-—IIJ cor e | Basic Details 1Bull Ring

— GO! CLUB AFFILIATION

O et Al Change profile information

m Attachments

(ol s United Kingdom

m birmingham@dragons.com

—

U www.birmingdragons.com
Click here to update the

Basic Details

Basic Details

Information here will be shown on the Club
Finder on the public BDA site. The email
address should be the one you want enquiries
from the BDA site to be sent to

Click Club Profiles to
access this page




% Club Profile CLUB ADDITIONAL DETAILS

venues and ensure proper governance. Please fill in
as much as you can.

* CLUB PROFILE! GO! CLUB DETAILS 323- CLUB MEMBERS GO! CLUB AFFILIATION H CREDENTIALS H FAMILIES 0 Click Club Details Menu

W Club Additional Details
Club Additional Detail . oy .

i b Addenalpetal @ Click Additional Details Menu
I— Additional Contact Number
Ll
() Click here to update the
— Gym Toilets O Additional Details
< Additional Details
Z Car Parking [ Boat Parking O
O Qualifications
S— Changing Rooms/showers Additional Details
I: Fype of Training Venue Information here will be used by the BDA to
8 River understand the clubs better and to collect
< General description of club information that may be required to apply for
oM Training 19:30 Wednesday grants, promote the SpOI"t, assess race or training
>
—
@

If you have any concerns over the use of this
information, please talk to us.
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CLUB QUALIFICATIONS

% Club Profile

v CLUBPROFILE GO! CLUBDETAILS | 382 CLUBMEMBERS GO! CLUB AFFILIATION ﬂ CREDENTIALS ﬂ FAMILIES o CIUb Deta”s Menu

I Club Qualifications
View your current qualifications and there current status g Qua I ifications

Active Invalid Awaiting Approval  In Progress

Add Qualification )
Additional Details

Qualifications

Club Qualification

Note this is a club level qualification not an individual
qualification such as a coaching qualification

We are not currently using club qualifications,
but may use them in the future



CLUB CREDENTIALS

% Club Profile

% CLUBPROFILE  ©GO! CLUBDETAILS 28 CLUBMEMBERS  GO! CLUB AFFILIATION ﬂ CREDENTIALS ﬂ FAMILIES 0 CrEdentla |S Men u
Credentials
Below is a list of all your active, pending and expired credentials

Active Pending Approval Expired

Add Credential

Club Credential

Note this is a club level credential not an individual
credential such as a DBS certificate

We are not currently using club
credentials, but may use them in the
future
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CLUB AFFILIATIONS

% Club Profile
% CLUBPROFILE GO! CLUBDETAILS %8t CLUBMEMBERS | GO! CLUB AFFILIATION H CREDENTIALS H FAMILIES 0 CIUb Afflllatlon Menu
Categories A
These are your available categories, click on the relevant category to add or review membership g M em be rSh i p Pa id
Club Associate Organisation
BDA Club Membership BDA Associate Membership . .
% Next Renewal in 6 month(s) 1 e M em berSh | p nOt Pa Id
|: 2 ACTIVE
% MORE INFO % CLICK TO BEGIN » 9 C||Ck to take out memberShip
™ I
L Club Affiliation
= ombershis of the BDA. Vo willb
% membership of the BDA. You will be able
d % CLUBPROFILE GO! CLUBDETAILS 8% CLUBMEMBERS GOl CLUBAFFILIATION | crepenmiats [ FamiLies to renew the memberShip 30 dayS before
it expires. See the next slide for the types
Categories ~ of membership available.

These are your available categories, click on the relevant category to add or review membership

ST e Sociale e esaliar) Associate Organisation Affiliation

This is for watersports centres or similar
organisations that want to affiliate to the

CLICK TO BEGIN CLICK TO BEGIN % BDA.




CLUB MEMBERSHIP TYPES

@ First Crew
Yr CLUBPROFILE GOl CLUBDETAILS 48 CLUB MEMBERS GO! CLU
If you are only running one crew in any
L Categories y/Ckib category, eg Open, Mixed or Women this is the
& only membership you need. This membership
— provides you with insurance for your club
o activities.
L
) e
o @ Additional Crew
LL] If you are running more than one crew in any
(a )] Benefits Benefits t 2% 0 h t
E = Public Liability cover for * Run more than one crew in Category, eg 2 x Upen Crews, you can choose to
club related activities the same class at a take out an additional crew membership. By
Ll : National League or Cup . . . .
E * Indemnity cover for club event taking out an additional membership you will
related activities g
- Nty bt benefit from the reduced entry fees to thg
> AR event and entry for that crew into the National
— finder League. Alternatively you do not have to take
O » Club may vote on out this membership and you can still race your
alterations to BDA .
constitution second crew as a scratch crew, pay the higher
entry fees and not have the crew in the

First Crew

Additional Crew National League.

1 Year Membership

1 Year Membership

Your club insurance is not affected by whether
More info More info you take out additional crew membership or
race as a scratch crew.
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Birmingham Dragon
1 Bull Ring, Birmingham, B1 4RS

CLUB CHECKLIST

% Club Profile

% CLUB PROFILE GO! CLUB DETAILS

Club Members

# CLUB MEMBERS 50! CLUB AFFILIATION

Search...

Below is a list of all your club members for you to view and manage

2 Membership =

All Members Ad

Summary by Membership

Humpy Camel %
f humpy@z00.com
Adult

MEDO1510

Active Membership
John James %
john@ om

jehn@test.c
MEDD1513

Henry Junior %
henry@tester com
Junior

MEDD1517

Active Membership

Slippy Sna

)

No Membershi

Ellie Elephant %
W Ellis@zo0.com

Adult

MEDO1507

Active Membership
Tim James %
tim@test com
MEDD1516
Paul Penguin %
paul@z00 com
MEDO1505
Frank Thomas #
frank@test.com
MEDD1514

R crepentias ] FaMiLiEs

Lo

Henry Hippo *
Adult
MEDO1511

Active Membership
Jane Junior %
jane@tester.com
MEDO1518
Jane Smith #
jane@test.com
Adult
MEDO1512

Active Membership
Jilly Thomas *
jilly@test.com
MED01515

Sort by Last Name « = © Add Existing Member © Add New Member

CLUB MEMBERS

@ Club Members Page
Q Click to filter
9 List of club members and details

@ Add an existing or new registered
user to the club

Club Members

This is where most of your club admin will be done
from. For your members you can:-

* Change their details

* See their BDA membership status

*  Buy and renew BDA membership

* Askthem to join your club

* Remove from your club

* Add a qualification

* Add a credential

* Assign a club role such as treasurer

You can also ask existing BDA members to join your
club and add new members to your club if they have
not yet registered on the system.
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Ellie Elephant *
Ellie@zoo.com

Adult

MEDD1307

Active Membership

Jane Junior %
jane{@tester.com
MEOQODO1518

" Back To Members )

Jane Junior

jane@tester.com

saaae Henry Hippo %
henry@zoo.com
Adult

MEDQDT 311

Q00

Active Membership

Paul Penguin %
paul@zoo.com
MEOQD1303

‘ Click here to take out a

Female BDA Membership for a
3070172008 member

pesie e jane@test.com —I

Emergency Contact

Club Role London )/J

Additional Details

United Kingdom

Qualifications

| AN ARY

Credentials :
jane@tester.com

Click here to update the
Member’s Details

(mJc)

CLUB MEMBERS’ DETAILS

Click to edit a member’s details.
This is the same as for your own
member profile including adding
credentials and qualifications and
taking out a membership for them.

BDA Membership Status

Club Role (change)

P — this is the member’s primary club
M — member

C —club admin

T —treasurer etc

Hover over letter to see details

Click ¢ to access Remove, Renew,

Transfer, Hide.

A Club Admin is not required to transfer a
member, they can choose to do it
themselves or to join multiple clubs so if
you are “borrowing” or “lending” a
member for a race it is better for them
just to temporarily add another club
themselves.
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Adult

Cost: £35. £20 if taken out
after 31 July.

A discount of £10 will be
applied if a day
membership has already
been bought in the current
year.

Valid: 01 January — 31
December

Junior

Member must be under 18
on 01 January of the
current year.

Cost: £25. £15 if taken out
after 31 July.

A discount of £10 will be
applied if a day
membership has already
been bought in the current
year.

Valid: 01 January — 31
December

Non-members Race Day

Cost: £10
Valid: Day of race only

Only one day membership
per registered member may
be taken out each year.

If the member then joins
the BDA the cost of day
membership will be
discounted.
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% Club Profile

I Back To Members I

Basic Details

Emergency Contact

Club Role

Frank Thomas *

oo

o0

lub Role

|
O
|
O

ease select

[

vember

1

L

R
i~
N

role for member

ecretary

reasurer

regional Admin

lub Adrministrator

Ve
(' Back To Members

Go To Membership >

Basic Details
Emergency Contact

Club Role

Additional Details

Qualifications

I Credentials

e
| Cancel

O Chair

Welfare Officer

O Club Capt
(O Coach Rep

O BDA Represen

l Basic Details

Jane Junior
jane@tester.com
Female
30/01/2008

jane@test.com

London
NW1 4RY

United Kingdom

jane@tester.com

CLUB ROLES

@ Click on member

@ Click on Club Role

9 Select Role(s)

Access Rights

Club Administrator — this role has permission to
see and edit all club members’ details. We advise
that at least two people in your club have this
role. This role will receive all correspondence to
the club from the BDA.

Other Roles - have no special access rights, but
will be used for BDA communications, eg when

the BDA wants to contact all club welfare officers.

Regional Admin is not used at present.



Y CLUB PROFILE GO! CLUB DETAILS 28: CLUB MEMBERS GO! CLUB AFFILIATION H CREDENTIALS H FAMILIES o Add a member WhO is already

Club Members Search... Q_ Search registered on the platform

Below is a list of all your club members for you to view and manage

Click to filter

o
L
“EJ N @ Add a member who is not already
= Add Existing Member X BDAS registered on the platform
2 Step 1
m f;:jr;he email address of member you wish Add member
First Name Last Name
> Email Address Adding Club Members
d Ema” Address Email Address
< Use Membership Number instead Adding members who are already on the platform
A e requires you to know certain details. If you don’t
) Step 2 N know these details you will need to ask the member
Enter the date of birth of the member you - . - .
< A by ¢ Mo ¢ | Yer s to either give you the details or add themselves to
o your club.
Male Female
Day ~ Monthv | Year ~ S .
o To add a member who has not already registered you
_ will need to know their personal details and have
Membership Number Address . .. .
Vembershio Number R their permission to add them. It may be easier to ask
v them to register themselves.
Town County

Post Code Country



BULK RENEW BDA MEMBERSHIPS

Y CLUB PROFILE GOl CLUB DETAILS +8: ] UB MEMBERS GO! CLUB AFFILIATION H CREDENTIALS H FAMILIES

Club Members Search._. Q You can renew club members’ BDA

Below is a list of all your club members for you to view and manage
e memt?ershlps in one step by
selecting Bulk Renew

2 Membership

«" Bulk Renew

@ You will then be able to select

= Transfer Requests(0)

11 5 :
‘ ’ which members you want to
renew.

Selert All | Deselect All

Name Email Primary Club ~ Membership Reri| ual Bulk ReneW

Humpy Camel humpy@zoo.com Mo ;::l;s:‘ T This membership cannot be renewed at this time

To be able to use bulk renew members must have
Ellie Elephamt Ellie@zoo.com Yes Adult This membership cannot be renewed at this time already had a memberShlpl you can nOt use It to take

Expires: 31/12/2020 .
out new memberships.

Adult
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Henry Hippo henry@zoo.com Mo _ This membership cannot be renewed at this time.
Expires: 31/12/:2020
Memberships become due for renewal 30 days ahead
. ) ; Thig member has no membership so cannot be bulk
im James tim{@test.com Mo Mo Membership I .
of expiry.
Jane Junior jane@tester com No No Membership This member has no membership so cannet be bulk

renewed.

BITE
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Click to add a family

% Club Profile

v CLUBF LE GO! CLUB DETAILS :8: C|UB MEMBERS GOl CLUB AFFILIATION H CREDENTIALS H FAMILIES

il3.r

Y family information

€ Add Family Search family

My Family Jane Smith, Henry Junior, Jane Junior

& MY PROFILE

O
| ©

it Mv Familv @

e, email address or member ID

Search by na

EMERGENCY ~ EQUALITY OPTINS CREDENTIALS QUALIFICATIONS.
CONTACT

ﬁ PROFILE MEMBER DETAILS MEMBERSHIP
& B & B #
JANE JONES
I Basic Details
Review and update your personal details

WEDD1504

= jane@member.com Jane Jones
J 077822

jane@member.com

Zoo family Female

10/10/1998

Jane Jones
@ 1 Gordon Street
Natifications ()

Click search to find an
existing member to add
to the family

Ellie Elephant
S -

(" cancel| ) Notifications ()

ber.com

Add or delete a fami-ly
member

FAMILIES
@ ramily menu

@ Add anew family

© cdit @ or delete © a family

@ You will see your family members
on your profile. Click to edit.

Families

Families can administer the accounts of anyone else
in their family. It can be used for parents or partners
to take out memberships on behalf of someone in
their family.

To add someone to a family they must be registered
on the platform and in your club.



CWO applies for DBS CLUB WELFARE OFFICER’S CHECK

check. Member receives

certificate :B%

Disclosure and Barring Service Certificate
Confirmation of Club Welfare Officer's Check

The British Dra; Racing iation (BDA) requires certain dragan to have a Disclosure and

Barring Service (DBS) certificate as set out in the BD) ling Policy. Th i applied for and
administerad by the Club Welfare Officer. To ensure that Club Administrators and the BDA Weltare Officer have

aversight of these certificates they need to be checked by the Club Welfare Officer and entered onto the BDA Digital Platiorm.

T i the informati i the . does not need to be uploaded.
It should be checked by the Club Welfare Office, any issues resolved in with the BDA i

CWO checks certificate in o 4 et e o G . T TR o ke
accordance with BDA —
Safeguarding Policy

The cerfificate expiry date should be entered into the BDA digital platform as three years from the Issue Date

v

As the Club Welfare Office member and

v the DBS cerfificate the al
certify that | have followed the procedures set out in the BDA Safeguarding Policy.

Club Welfare Officer Name

To download right click on form and select
Adobe Document Object — Open

CWO fills in a Club Welfare
Officer’s Check

Or copy and paste the link below into your
web browser:
https.//bda.azolve.com/WidgetService.mvc/Dow
nload?file=~%2FStore%2F%2FRepository%2F26%

(0]
Q
=
(q0)
(@)
4=
i)
| -
Q
@)
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()

Email check to member’ 2F105877%2F154%2FWelfare%200fficer%20chec
k1.pdf
and BDA
@) .org. . .
dbs_checks@thebda.org.uk Or Click on this link then select Documents >

To go with the new BDA Digital Platform there is a new process for checking Club Welfare Officer DBS Check

and recording DBS certificates. We do not need people to upload their DBS
certificates as this may include information that should rightly remain
confidential. Currently, the club welfare officer (CWQO) is responsible for
checking the certificates and we want to keep this process in place. However,
to ensure this check is recorded we are now asking for the CWO to provide a
written check to confirm they have seen, checked and are happy with the
certificate. This process is set out on the slide.

Member adds to profile on

digital platform



mailto:dbs_checks@thebda.org.uk?subject=DBS%20Check%20Certificate
https://bda.azolve.com/WidgetService.mvc/Download?file=~%2FStore%2F%2FRepository%2F26%2F93884%2F154%2FEUA.pdf
https://bda.azolve.com/WidgetService.mvc/Download?file=~%2FStore%2F%2FRepository%2F26%2F105877%2F154%2FWelfare%20officer%20check1.pdf
https://bda.azolve.com/Workbench.mvc/Show/39

When you submit your entry Event Paperwork

Create or modify Submit your Crew

* Anyone who might be paddling, helming or drumming needs to be registered on the platform and a member of your club. They can do
this anytime in advance and it’s worth getting everyone on just in case.

Enter the Event Create a Crew List :
té) your Team List
Ll
EE) You don’t need to know Each crew (first, second Each crew (first, second Either hard copy or by

who is paddling to do this, etc) needs a separate etc) needs a separate crew email.
> just which crews (teams) entry into each class list for each class (open,
o
— you will enter. (open, women, mixed) women, mixed)
Z
Ll
(IQ Think ahead of the event........
zZ
Ll
>
Ll

* Everyone must either have BDA membership or take out Day Membership. BDA membership can be done anytime. Day memberships
should be taken out between Monday and Friday of the week before the race. If you’ve either missed it or taken it out too early don’t
worry, get in touch and we can adjust it.

* Ifyou are “borrowing” paddlers from another club for a race event they need to be attached to your club to allow you to put them on the
crew list. Doing this well in advance will prevent a last minute panic when you come to do the crew list. Easiest to ask them to do it
themselves.




TEAM MANAGEMENT
N e —

* Team Profile GO! Team Details 28: Team Members 0 SeIeCt Team PrOfIIeS to access page

e Q C|ICk- to add a new team

Enter the details of the team

Birmingham Dragon

1 Bull Ring, Birmingham, B1 4RS

Basic Details
Update team's basic details

Team ID
TED0Q043

Team Name
Basic Details Brummie Open Team Management

Category
Brummie First Crew Team management is for you to produce a Crew List
First Crew, Ope for an event. It’s not perfect, but it’s better than it
Team Type
was before!

Open

roup

Please only set-up the teams you need. There is no
way for a club to delete a team, though a BDA
Admin can do it for you. You should re-use the
teams for each event not set up new ones. You will
need one team for each class you enter, eg open,
mixed or women. If you have a second crew you
will need one team for each class entered as well.
For the Nationals you will need to separate them by
days. At the end of the year we will delete all teams
to let you start afresh. See next slide for example.

Premier

TEAM MANAGEMENT

Click here to Click here to
Add a New Team Switch Between Teams
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LEAGUE RACE ONE

Events to be entered

* Open

* Women

Set up both crews as new crews

EVENT FOUR
Events to be entered
* Open

* Women

Re-name the Mixed A as Open
Re-use the women’s crew
Remove all paddlers from Mixed B

LEAGUE RACE 2

Events to be entered

*  Mixed

* Women

Rename “Open” as “Mixed”
Re-use the women’s crew

NATIONALS

Events to be entered

* Open 500m and 200m

*  Mixed 500m and 200m

*  Women 500m and 200m
* Senior

Re-name “Open” as “Open 500m”
Re-name “Women” as “Women
500m”

Re-name “Mixed B” as “Open
200m”

Set up new crews for the remainder

LEAGUE RACE 3

Events to be entered

e Mixed A
e Mixed B
* Women

Re-name “Mixed” crews as Mixed A
Set up a new crew as Mixed B
Re-use the “Women”

KEY RULES

 Don’t add a new team until you have
re-used all the ones you already have
set up

e If you have a team you are not
entering then remove all the paddlers
before doing your crew sheet



Crew

CREW LISTS

Birmingham Dragons
1 Bull Ring, Birmingham, B1 4RS

Brummie Mixed - First

First Name:

Team Management

9

Switch

Y Team Profile GOl Team Details

Team Roster

Allocate players and non player to your team roster.

All Members
P
| 0 |
b 4

Summary By Rele

Select the team you want
to make the crew list for

Member Profile

Humpy
Camel

MEO01510

a

Do®D
S50

m
Bw 2086
= g @

@Oooo0o0o0o

ol
& o
23 3

( Cancel )

: Team Members

Search ...

No Team members.

Team Management

Member Finder
Find members for this team

Back to Roster

ot

Humpy Camel
humpy@z00.com

&

Paul Penguin
paul @200 com

frTmy

Stripy Zebra
stripy@z00.com

@

J Teamprofile GOl Team Details 8% Team

Ellie@z00.com

Jane Smith
jane@test com

Sort by Last Name = =

Slippy Snake
slippy@z00.com

= © Add Members

Search

Tim James
tim@test.com

Frank Thomas
frank@test com

Jane Junior
ane@tester.com

Jilly Thomas
Jilly@test com

CREW LISTS

Select the team you want to
make the crew list for

Select Team Members
Click Add Members

Select your members. Click
Done.

® ©0 ®© 0O

Click on the Hnext to each
member, view profile and select
their role for that team

Crew Lists

Note that anyone you select as a Team Administrator
has access to select and change a team. Make sure you
identify helms and drummers.

Ensure that all your selected paddlers and helms are
members of the BDA. You must take out day
membership if they are not.



CREW LISTS

¥ Club Reports

Report Summary
Club Reports | Select a category from the below list to see the reports available fo 0 Select Club Reports to access page

Standar fero

Categories

Click Customer Reports

Click on Teams

Click on either Excel or PDF
version to download

Report Summary

Report Summary

All your teams will download onto a single crew list,
this is fine, they will be sorted by team.

Club Reports | Select a category from the below list to see the reports available f
Club Reports | Select a category from the below list to see the reports available for down

Customer Reports

Categories
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Teams

3




British Dragon Boat Racing Association

National League Crew List :BD E I

Club  : Birmingham Dragon

WRITERN DRAGDN BOAT RACING ASSOCIATION

Date @ 2020-06-17

Crew Manager Declaration: In accordance with BDA Competition Regulations, | certify that those competitors shown on this Crew List are fit & competent to race & are the only ones who will represent the crew named above, during thi
competition. | understand that a false declaration may result in the disqualification of the crew or individuals from the event.

(g
|_
T R
— Brummie Mixed - First Crew Ellie Elephant Player MEQQO1507 Female Adult 311202020
Brummie Mixed - First Crew Tim James Player MEQO01516 Male
; Brummie Mixed - First Crew Jane Juniar Player MEQO01518 Female
Ll Brummie Mixed - First Crew Jilly Thomas Player MEDD01515 Female
Brummie Mixed - First Crew Slippy Snake Player MEQ01508 Female
m Brummie Mixed - First Crew Jane Smith Player MEQ01512 Female Adult 311242020
U Brummie Mixed - First Crew Humpy Camel Paddler MEO001510 Male Adult 311272020
Brummie Mixed - First Crew Henry Hippo Player MEQO01511 Female Adult 311242020
LL Brummie Open - First Crew Humpy Camel Helm MEOQD1510 Male Adult 311202020
O Brummie Open - First Crew Henry Hippo Crew Manager MEQO01511 Female Adult 311242020
Brummie Open - First Crew Ellie Elephant Drummer MEQQO1507 Female Adult 311202020
Z Brummie Open - First Crew Frank Thomas Player MEQO01514 Male
Brummie Open - First Crew Jilly Thomas Player MEQD01515 Female
O Brummie Open - First Crew Slippy Snake Player MED01508 Female
T Brummie Open - First Crew Paul Penguin Player MEQ01505 Female
I_ Brummie Open - First Crew Stripy Zebra Player MEQ01509 Male Adult 311242020
< Brummie Open - First Crew Tim James Team administrator, Paddler ME001516 Male
Ll Brummie Open - First Crew Jane Junior Player MED01518 Female
m Brummie Twos - Open Jane Smith Player MEQO1512 Female Adult 311202020
U Brummie Twos - Open Slippy Snake Player MED01508 Female
Brummie Twos - Open Frank Thomas Player MEQD01514 Male
Brummie Twos - Open Jilly Thomas Player MEDD01515 Female
Brummie Twos - Open Stripy Zebra Player MEQO1509 Male Adult 311202020
Brummie Women Jane Smith Player MEQ01512 Female Adult 311242020
Brummie Women Ellie Elephant Paddler MEQQO1507 Female Adult 311202020
Brummie Women Jane Junior Paddler MED01518 Female
Brummie Women Jilly Thomas Player MEQD01515 Female

Brummie Women Stripy Zebra Player MEQO01509 Male Adult 3111272020
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THINGS TO NOTE ABOUT CREW LISTS

1.

For now, you need to download, print and submit your crew list on the day as you would have done previously.
Alternatively you can email your crew list to crew lists@thebda.org.uk

Ensure that all your selected paddlers and helms are members of the BDA. You (or the member) must take out
day membership if they are not. You/they need to register on the platform to take out day membership. Day
membership can only be taken out for a registered user once in a season. After this they must become a full
member of the BDA. They will get the cost of the day membership discounted from their membership. Please
do not leave day memberships until the day of the race and expect the officials to do it for you.

We know that if you download the Excel version you can change the membership status, so we will be doing
random checks, don’t even consider it. The officials will have a separately generated list.....!

The system will not stop you adding a member to more than one crew, so make sure you haven’t used the same
members between First and Second crews.


mailto:crew_lists@thebda.org.uk

= MENU MY PROFILE  MEMBERSHIP| _
9 Member Area

2 MY PROFI
2 = [
My Profile Payment History

EVENTS

m B s @ Click on Events & Courses to

BASIC DETAILS

ELLIE EJ;E-.PHANT a C C e s s

E 31/12/2020 I Basic Detailt
[ meoo1s07 RemeNanciips
Finance & Ellie@zoo.com Ellie Ele

y Clob _ - Q Select the Event you want to

enter. If you don’t see it in
F) EVENTS & COURSES Featured Events click on the
| mom e Category below to find it.

Search for Events Enter city or location All Dates : All Event Types

o

FEATURED EVENTS

£30- £350 |

27 Sep 2020
Liverpool National League Event

Liverpool, L3 4DG

CATEGORIES

i ‘H
NATIONALS COURSES

A
=

cLUB EVENTS i "\
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EVENTS FULL SCHEDULE

€= BACK TO EVENTS

£ZZ% Liverpool National League Event
@ Sun, 27 Sep @ 09:00

Location and Dates

ol
+
Queen’s Dock
en’s Branch
ock No 1 o
g
- v
-]
5
292
Coburg Dock
9 w2
©
5 =
i Microsoft
Harf omTom
Liverpool Watersports Centre
110 Mariners Wharf
Liverpoo
L3 4DG

Sunday, 27 September 2020 @ 09:00

Contact Details

Booking Details

& Book as an ind

¢ Club booking

Event Details

Entry Classes

Open - 16-20 paddlers of either gender

Mixed - 16-20 paddlers with a maximum of 10 of either gender

Women - 10-14 paddlers, all women

Entry Fees

Entry fees are as set out under the Booking Details. Late en

re
surcharge of 20%. Entries will be close at 9:00 am two da

less than 7 dz

s before the event) will automatically incur a

ore the evenl

Event Details

Events will be held over 200m on a straight course, a slalom race around buoys on the cours

nd a leng distance pursuit race

EVENTS

Read the event information

Any queries should be sent to
the Event Organiser

Select club booking to book
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[ EVENTS & COURSES

EVENTS FULL SCHEDULE

€= BACK TO EVENT

@ Birmingham Dragon Club booking (Liverpool National League Event)

Sun, 27 Sep @ 09:00

& Open - BDA registered crew (0)

Search... Q, Search

Dpen - BDA registered crew - £175

16-20 paddlers, either gender. The club must have BDA club membership. If this entry is not for the First Crew of a club then an Additional Crew membership must also
have been taken out. If an Additional Crew is not registered then the entry can be made as a non-BDA registered crew. All paddlers and helms must be members of the
3DA or take out day membership

Name Team ID Category Email
TED T c
‘w Brummic Open TE000043 First Crew

2 Second Crew TEOD0D44 Second Crew

Tick the box to select the
team(s) you want to
enter in the event

EVENTS

@ Select a class you want to enter

Check the description for each
entry type to make sure you
qualify

9 Select the team you want to
enter

@ Click confirm booking to check
out and pay

Event Bookings

Ensure you have set up your team before you try
and book an event.

Please read the descriptions for each entry type
carefully and ensure that your club and crew have
the correct membership.

You can book all your teams at the same time or
separately.
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o Order Review Confirm Payment

Below is a summary of your order, please review and then select a payment option.

Pay via Bank Pay ith ard

lotal items 1 VISA m_ﬂ & @
Item saved for later 0
Net Total £175.00
Total (GBP) £175.00

ﬁ Remove All
ITEM SUMMARY aTy NET TOTAL TAX TOTAL

Open - BDA registered crew (Brummie Open) - Liverpool National League Event

W (EV000041)

¥ Azolve Gomembership
— == S Aediens G hip must an Adc A 1 £175.00 £0.00 £175.00

.‘. Save for Later X Remove

ITEMS SAVED FOR LATER (0) Hide saved items

Order Summary

Total items 1
Item saved for later 0
Net Total E175.00
Total (GBP) £175.00

PAYMENT

@ Check the summary

Q You can pay by direct debit or
with a card



CLUB REPORTS

¥ Club Reports

Report Summary
Club Reports | Select a category from the below list to see the reports available fo 0 Se I ect CI u b Re po rts

Standard Reports

@ chaentes
p— : € Click on the Report you want.
The report downloads to your

Downloads folder.

Report Summary

My Club

*

Club Profiles

g
—
oc
O
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Other Reports

Club Reports | Select a category from the below list to see the reports available for downlead. Reports can be downloaded in either Excel or PDF

SencareeRents If there is any other information you require based
Members on information held in the system it may be possible

for the BDA to run other reports for you. Please

Club Members contact us and we’ll try to help.
Club Members ﬂg A

Club Standsrd

Club Member Role Breakdown

Alist of all elub members broken down by role Eg |_l_'f|

Club Standard

Club Member Invites
Club Member Invites EE |_l_'f|

Club Standard
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BDA DOCUMENTS

Member Area

@ Select Documents

@) Click on the document you want

*

s o to download

¢

cubRepor = MENL)  MYPROFILE  MEMBERSHIP  EVENTS & COURSES

DOCUMENTS 9 C“Ck on the AttaChment

O | Reference Documents Title Date | Resource Category Type

O pooooiz DBS Certificates Process 18/06/2020 Safequarding Help Document
0O poooot Club Admin Training Document 18/06/2020 Membership and Events Platf_ Help Document
O pooooio Club Welfare Officer DBS Check Form 11/06/2020 Safequarding Form

O Dooooos End User Agresment Stawtory Documents

O pooooo3 Privacy Policy Statutory Documents

Documents - Published DOC U m e ntS

Document Title DBS Certificates Process

Summary The process to be followed by members and club welfare

This section holds BDA documents. We will be
working to expand this over time. All the Help
documents relating to the platform will be stored

Resource Category | Safeguarding ¥ there.

Displaying 1-5 of 5

officers to upload a DBS credential.

Document Type Help Document ¥
Date 18/06/2020 Cl

Attachment | £ Upload

DBS process.pptx Version 1 used for Cluk Admin training * XK
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Check club affiliation

Add other club

officers and
administrators

Add club profile
information

Club

Check your BDA club
membership is showing. Ask us
if you think it is not correct.

We recommend at least two
club administrators. They will
receive most of the BDA
communications replacing the
Crews@ address.

Fill in as much info as you can.
It will help the BDA to know
clubs better and may be used
on the BDA club finder later

Please check all
members have filled
in date of birth

Ask all members to
fill in profile
information

Chase up
registration and
encourage joining

Check existing
members without
email addresses

Members

This is really important to
ensure that they are offered
the correct membership when
they renew

Profile info will help you
manage the club particularly
safety and medical info.

If there are members you know
have registered or joined but
are not showing in your club
ask them to log in and add your
club to their profile.

There are a few members who
have not provided email
addresses. They need to be
chased to do so.

Qualifications and Credentials

Check DBS
certificates

Check helm and

coaching
qualifications

Ensure coaches are
BDA members

All Level 2 Coaches and Club
Welfare Officers need a DBS
certificate. Add any missing
information.

Add any missing information.
It will be checked by the BDA
against existing records and
approved.

Coaches should be members at
all times to provide continuity
of personal liability insurance.



CLUB ADMIN CHECKLIST

Fill in your club profile and club roles

Check all your club members are registered on the system and added to your club whether
they are a BDA member or not. Encourage them to fill in the safety and medical information for you.

Check all your club members’ qualifications and DBS checks are shown

Set-up at least two members of the club as Club Administrator

Check all your coaches are BDA members

Practice setting up a team, selecting your club members and producing a crew list

Brief your club welfare officer on the updated system for DBS Checks

Download a report

Update your membership forms (see next slide)

Check everyone has amended their date of birth. This is important to ensure they are offered the correct
membership next year.




CLUB MEMBERSHIP FORMS

It’s important to the BDA Executive Committee that we know who is a member of our clubs even if they are not BDA members.
This is because they are covered by some insurance that comes with your club membership rather than just their individual
membership. Additionally it gives us information that we need as we implement our new strategy and look for ways to grow and
improve the sport. We therefore need you to either ask your members to register or to do it for them when they join your club.
They do not need to take out BDA membership at this stage.

We recommend that you update your club membership forms to include consent for you to share your members’ data with the
BDA on the new platform.

Sharing Data with the British Dragonboat Racing Association.

We may share your personal information with the British Dragon Boat Racing Association (BDA) whether you choose to become a
BDA member or not. This is to provide insurance for our club activities and to allow them to properly administer the sport. If we
share your information the BDA will provide you with access to the digital platform to administer your details. The BDA will
contact you to invite you to sign into and update your details. The platform will allow you to set and amend your privacy settings.
You can also request your account is deleted should you decide to leave the club.



| STILL NEED HELP!

Contact: chris.bailey@thebda.org.uk

| do work full time (=) alongside the work on the BDA Exec so please be patient if it takes a bit of
time to get back to you.

We are looking for Club Super-Admin users around the country, so if think you could help out being a
contact for other clubs please let me know and help us continuously improve our sport.



